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b} OFFICE QPERATTONS AND ADMINISTRATIVE FIIE
Comsists of correspondence to and from 9.0 Temporary. Destroy when 3 yesrs old. {cut
Headquarters, reports, studies, and similar off active file at end of each year; destroy
records reflecting office pol three years thereafter.)
; 4 administration of the
Off'ice sueh as mm; m’ml, W;
perscumel administration, communications, securi
and related functions. Filed by subject.
(1948-1961)
2 CONVERIERCE FILE (READING)
Consists of extra coples of ineccming 2.0 Tewparary. Destroy vhen 1 year olad.
outgoing correspomdience to Hesdousrters and to {Maintain a cme Year level; thereafter
destroy oldest wonth after filing current
wonth. )
3 | [ s accoumring
Conslats of coples of wvouchers, cancelled 2 Permepent. Disposal not authorized.
chuﬂm,:mcmmiﬁmt&maﬂmtamnwa,umxm1mnarng Pile in imsetive file vhen balances are
official entertainment, and other mavers relatine reconciled. Rdein for audit purposes.
audit determivations. Filed by type of record,
byfﬁwalxwmsaﬂicMwmﬁkgﬂmlhrﬁnnmm&wu
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CLORET

25X1 9

Tomporsry. Destroy whem 3 yeors old.
{(Maintain & 3 year level; thoreafier
Womwtmhmﬁlingmnt
month.

10 | COMMORICATIONS 1OG FILE
A log recard of the receipt and dispatch 6.0 Temporary. Destroy vhen 1 year old.
of reports, process sheets and correspondence
25X1
(1953 - 1960)
11 | WORKING FILES
The working papers, reports, notes, ete., 9.0 Tewporary. Destroy vhen o longer needed
25X1 for reference purpoees.
12 | BREFERENCE PUBLICATIONS
Publications wmaintained primarily for 86.0 Tewporary. Destroy when checlete or no
reference purposes. Included in the eollection longer needed for veference purpoees.,
25X1
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